BOWER GROVE SCHOOL
SATELLITE CO-ORDINATOR
JOB DESCRIPTION

Date:		November 2025
Name:		
Post Held:	Satellite Co-Ordinator
Salary:		BGS 5 pro rata & SENA
Hours:		8am  - 4pm (37hrs a week term time only)

Duties and Responsibilities:

· To work under the direction and guidance of the Head Teacher (Bower Grove) and Lead teacher to assist in the educational and social development of pupils in any area of the school as required.
· Planning, preparing and delivering lessons for individual pupils, groups and whole classes, under the overall direction of a teacher. 
· Monitoring and evaluating pupils’ responses to learning activities through a range of assessment and monitoring strategies against predetermined learning objectives 
· Providing objective and accurate feedback and reports as required, to the teacher on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence  
· Assessing the needs of pupils and use detailed knowledge and specialist skills to support pupils’ learning in all areas of the curriculum  
· Advising on appropriate deployment, use and ordering of specialist aid/resources/equipment & intervention.  
· To provide academic support for the individual children within a group or class situation to enable them to participate fully in class activities; to be prepared to work with small groups of children both in and out of class.
· To liaise and communicate effectively with the Satellite Lead teacher regarding planning, delivery and feedback to pupils.
· To deliver and plan intervention sessions to meet provision plan targets for all pupils and monitor and record their impact.
· To support, plan and deliver the transition process of pupils joining or leaving the Satellite.
· To develop strong relationships with all staff within Bower Grove, the Satellite and Westborough Primary School.
· To lead, coordinate and mentor the LSA Satellite team of staff. 
· To update and maintain display boards in the Satellite areas. 
· Being aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop
· Supporting pupils working with staff, parents/carers and relevant professionals including in the Satellite and Mainstream provision.
· Recording progress and achievement in lessons/activities systematically and providing evidence of range and level of progress and attainment through marking and the use of Pupil Asset. 
· Support pupils with social, emotional, behavioural and mental health needs and assist with the development of social skills to promote positive behaviour patterns, raise self-esteem and improve independent working and self-regulation.
· Supporting pupils consistently whilst recognising and responding to their individual needs, encouraging interaction and cooperative work with others and engage all pupils in activities 
· Promoting independence and employing strategies to recognise and reward achievement of self-reliance  
· Undertake Team Teach training to support behaviour management throughout the school and be competent to use de-escalation and physical intervention should a situation arise.
· To undertake playground duties to ensure safety on the playground and to model and foster appropriate social skills.
· Promoting positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour 
· Taking an active role as appropriate to develop relevant multi-agency approaches to support pupils 
· To assist and support pupils during the lunch break, encouraging appropriate standards of behaviour and manners at the lunch table and assist with cleaning tables at the end of each lunch sitting.
· To take part in the annual staff appraisal system.
· To participate in Peer Supervision as appropriate.
· To record notes and positive and negative points on the SLEUTH behaviour tracking system.
· To read and respond to school emails and other communications in a prompt and professional manner.
· To read and keep informed of school policies and documentation together with relevant updates.
· To undertake on-site and off-site training and development as required.

To whom responsible:	Nominated Line Manager

This job description describes in general terms the normal duties which the post holder will be expected to undertake.  However, the job description or the duties contained therein may vary or be amended from time to time without changing the level of responsibility associated with this post.

Signed: ……………………………………………………………………..		Date: ……………………………………………

Signed: ……………………………………………………………………..		Date: …………………………………………….
		(Head Teacher)
Bower Grove School is committed to safeguarding and promoting the welfare of children. The post is subject to an Enhanced DBS Disclosure Check under the Rehabilitation of Offenders Act 1974.
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